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1. GENERAY,

This regulation contuing bhesic Information about the rights and vrivileges of
Agency emmployers under fhe unemployment compensation program, ectzblshed
for Poders! elvilian employess by P L. 767, 83 Cangress, and presecibes responst-
Lities and procedures for administering the Program within the Agerey, The
new law, which becmme effective 1 January 1955, affects staff empiovees and staff
agerty,

2. RESPONSIBILITIES

a. The Director of Personnel hag general responsibility for ensuring that stafs
employees and stafl agents are sdvised of thelr rights under the Act, Tollowing
their separating from the Ageney, and that they recelve a cony of Standsrd
Fovrm & Notice to Separated Federal Employees (88-8).

i ) b, The Comptrolier s respongible for executing Forms B8-031:  Request for Wage

‘ and Sparvation Informaiion, and KR-034: Reguest for Informstion or Reern-
sideration of Pederal Findings, reeeived from an employrmesd security agenoy
in the Diztrict of Columbia, & State or territory (hereafter referved to as State
AUANCY).

¢. The Central Cover Branch, Offce of Deputy Director (Plans), will review each
SF-8 injtiated for a staff agent who e separated Irom the Agency, and wil
advlse the offics eoncerned with regard to any special debilefing necessary
concerning spplication for onemployraent benofits. The Centesl Cover Branch
will ulso review any Form ES.931: Request for Wage and Separation Informa-
tion, recelved which concerns any employee who was employed 55 o staff agent

i during any part of his smployment in order to determine the need for speclal
handiing of the veplies.

d. The Office of Socurity will provide advice and guidones on security probleims
avising from the brocessing of Standard Forms & and Pors ES-031 for staft
emplovees. Employvees debriefed by the Office of Seeurity will be advised af
any security implicotions attendant to the application for unemployment coni-
pensation benefits, Whe Oifee of Secuvity may modify data on the 85F-8, as
excented by the Gffice of Fersounel, it necessary for security reasons.
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BELIGIBNATY
Fach Stete wsnemploymeit compensstlon law sats forth the conditiony under

which benefits wre Payable to individuals who have had sufliclent oase-perlod
employiment,

Alihough conditions vary amoiny the Stetes, a1l Sfate laws reguire a clalmant
to he nbie to work and to be ayvallable for work. Each State dligualifies &
worker 1f he gquits kis job voluntarly witheal good eause, was dischargsd for
rmisconduct connected with his work, or refuses suitable work without good
cause. ‘The form cf disqualification denends on the provisisps ef the applica-
hle State low., Some State laws require only a postpenement of benefit pay-
ments: others require o reduction in the maxiroum potential amovnl payabie
in henefit year: and still otheor States reguive o combination of the postpone-
ment and reductior of benefits. The reduction of beneflts somefimoes amounts
to a complete canceliation of benelfits during a benefll year.

e, AN ndividual is neligible for benefits until e lapse of any perlod covered by
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& urep -sum leave payment.

BEMEFITS

Ay the Sty Sroom weekly benefits vary, renplng from $20 to $35
per ek ovRy ods of 18 to 26 weeks In & benefit year, Some States avg-

ment benefits by an allowance Inr dependenis,

. franafl rights of an enployze separated from o headguartors duty station,

will be detovnined by the Distelet of Columbla employment security agencey,

excopl that the smployes’s State of residence will bave jurisdictlon if either

of the following eircumstarices obltains:

(11 The employee resizgng while overseas.

{2y The smploves performs ssrvice In private industry covered uunder fthe
Srate law, Tollowing termination of Agency employment and prioy to appi-
cation for benoefits,

righits of an employee separated from g permanent doty statlon in

field will e deterouined by the lows of the State in which his

PROCEDURES
INFORMATION ON BENEFITS

A staft employee separated frov the Agency will be advised by the Oflice of
Personnel of those basic regquiremestts of ¢letbility for unemployment com-
pensation benefits which are defined in the Act and which apmly in all States.
No atteraps will be made by the Office of Personiel, however, to make a specidic
determination of an individuals eligibility for henefits or the amount of his
hanefits, since these factors vary among State laws ond are ndindicsted by the
State arency concernad. In appropriate cases, the Offles of Pergonnel will
prepare letters to stafi emiployees who ere terminated outside the Washington
area relative to thelr rlghits and privilepes, and the procedures to be fellowad
in meking application for benefits. Genersl information on beneflts and

applivation procedures will be provided stafl agents Lv serating oilioe

econcerned.  Buch general information s contained in

PROCESSING OF STANDARD FORM 8

{1} Heparations at Headguarters

(al Subject lo the excentiong contained n parasgraph bi4r below, the

Offtee of Porsonnel will present a copy of SF-8 to each stafl empluyes
peing sepoarated 2t headguarters during the exit nterview procedure,
and wil advise the employee concerning its vse In applylng for bene-
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fits. X1 the employee has never applied for a secial security number, he
will be Instrueted as t0 the procedurs for chiaining one, in a manner
consistent with security requirements, The employee will present the
form to the OfMce of Security for review at the time of his security
debrisfing,

The Gifice of Personnel will initiate an SF-8 for each sia®l agoent being
gseparated at headgnsrters, and forward it to the office coneerne
The office concerned will coordinats the SF-8 with the Central uwe'
Branch, DI3/P, prior to deliveriag it wo the individval, and will advise
him concerning any securfty reguirements that moust he chserved in
applying for beneflts and 2 soctal sconrity munmber, if needed.

(2} Beparabions _.‘ Tu Absentia

{a)

(b}

A statf employee who veslgns fronl o permanent duty station in the
or in absentla from a permanent headquarters assign-
mient will reeslve an 8F-S from the Office of Persorinel through the
mail 88 soon a3 the effective date of his separation is established.
Bubiect to ths Mceptiims contained in paragraph 5bi4) below, the
Office of Personnel will forward the 8F-4 to the employee's last Enown
address in the United States after appropeiate coordinution with the
Office of Becnrity, and will advise the empioves of anv vecessary in-
itrutumm congerning the mannsr in which he may apply for benefits
and o snclal security nuwmber, 1f needed,

A stalf agent who resigns from o permanent duty station

n sbsentia from a permanent headguarters assigniment
will recelve an 8F-5 by mall, The Gfilee of Personnel will inltiate the
SE-8 as soon a5 the effective date of his separation is estahlished, and
forward the SF-8 to the operating office concerned. The operatiug
office conestned will coordinate the 81-8 with the Central Cover
Branch, DIVP, before forwarding b to the emplovee's lust known ad-
dress in the United States. In order that the 8.8 may be inltlated at
the earlest possible dote, the office thaf initlates an SF-52 in such
cases will forward directly to the Office of Peorsonnel an extra copy of
the B¥F-52, which is in additlon to the regular distribution reguired,

(%) Beparstions Overseas

e
L8}

{h}

4 stalff empioyec or staff agent who leaves the Agency while assigned

to o permanent duty station oversess will not recelve an SF-8 until
such time as he returas to an area with a local publie emplovment
office (fn the 48 States, District of Columila, Alaska, Hawall, Puerto
Rico, and the Viegin Istandsi.  Ab the thme of suparation, the eniployee
will e advised in the field that he must notify the Office of Pevsonnel
at headgagriers upon his return to one of the arcas defined above in
crder to cbtain an 818,

When the Oflce of Personnel is contacted by a former staff employee
in acecrdance with the provistons hnmediately above, (4 will complets
the SF-8 and forward it to the address indicated by the reguestar, fol-
lowing spproprisie coovdination with the Offlce of Security and with
the entral Cover Branch, If necessary in aceordance with the Lro-
visions of parageapll 5bi4) kelow. When the 8F-8 is reguested by a
former svaff agent, the form will pa initiated by the Office of Persovnel
and forwarded, glong with the request, to the operating offics con-
cerned for transuittal o the reguester, following coordination with
the Central Cover Braneh.
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FROCESIING OF REQUESS STATE EMPLOY -
MENT SBECURITY AQURCIES

(i

(23

(3

The sxocution end coordinetion of Porms E5 831 will normally be com-
pleted by the Offics of the Compliroller wlthin four workdoys, If it is im-
possible, however, due to securtty or other comsiderations, fo eomplate
a reply within the four day Mmlit, the Office of the Comptroller will advise
the reguesting agency of the delay and estimate the date hy which a reply
mpy he expected.

Replies to these requests for Information will be coordinated, when nee-
essary, with the Office of Securlty or the Central Cover Branch, DIVE, as
appropriate, to ensure that the information released is consistent with
security reguirements,

A Ale of all Forms B8-931 recelved in the Office of the Comptroller will be
meaintained by thot Office or the purpose of processing reguests for furiher
information and preventing additional elaims for benefits.
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(4} The Gffice of the Compiroller will execute Forms ES-534 yeceived from
Alate agerwies, after eoordirating the forms, if necessary, with the Office
of Perscrnel, the Office of Sccurity, and the Central Cover Bransh, DI/P,
as appropriate,
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